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Preparing your 1094/1095s

If this is the first year your district is submitting 1094/1095 information:

• Apply for your TCC code – this must be a different TCC code than what is used when processing 

your W2s

– Determine if your district will file 1094/1095B or 1094/1095C forms (or both)

• Once that has been received, submit a Communication Test File

• Once that has reached an “Accepted” status, contact the IRS and request to be moved to 

“Production” status

• Know if your district is self-insured and if so, review your employee data to verify that covered 

individuals can be found on the applicable employee profiles

• Review your employee information/ACA Tracker information to identify who needs to be reported 

and be provided a 1095 form



If this is the first time that your district 
is filing 1094/1095s on their own 
behalf, you will need to submit a 
Communication Test file

Getting Started



Once your test file has been accepted, 
you will need to contact the IRS to 
request your employer be moved to 
“Production” status (this will allow 
successful submissions of your live data 
files)

Communication Test File



Determine if your district is going to be 
processing 1094/1095C’s or Bs (or 
both)

Getting Started



Select the type of file you are going to 
be processing.  The screen will show 
the Calendar Year, Transmission 
Number, Type and several Steps to 
follow

The workflow



This information must be populated 
before you can move on to additional 
steps.  If this is not your first year 
processing 1094/1095s in Skyward, be 
sure to review the information for 
accuracy 

Step 1 – Employer Information



If you would like to give your 
employees the ability to print their 
own 1095 forms via Employee Access, 
you can set up a “survey” to allow 
them to make that selection.

Step 1a – Allowing for Electronic Printing



Create (or re-create) the work file.  This 
option builds your file to include the 
reportable employees who will receive 
1095 forms

Step 2 – Creating the work file



Create (or re-create) the work file.  This 
option builds your file to include the 
reportable employees who will receive 
1095 forms

Step 2 – Reviewing/Modifying the work file



Review your exceptions, all employees 
including exceptions and re-calculate 
your employee counts if 

Step 2 – Reports and other options



Create your Print File which is going to 
be the first step in producing the PDF 
forms for your employees.  This step 
takes the work file information and 
compresses it into a printable format.

Step 3 – Creating your print file



If you are printing your own forms, 
select the option that represents the 
size form you ordered.  

It is a good idea to do some test pages 
before printing the real forms to make 
sure the alignment is correct.

Step 3a – Printing the forms



If you have paid to have Skyward print 
your forms for you, select this option.  
You will be prompted to enter an email 
address where a confirmation email 
can be sent

Step 3b – Let Skyward print the forms for you



This option takes the information 
found on each individual’s PDF form 
and pushes it out to Profile (and 
Employee Access if selected) for future 
viewing/accessibility 

Step 4 – Creating PDFs for Individuals



When you are ready to create your 
1094/1095 submission files, use this 
option.  Review through the 
Transmitter Information and Member 
Information.

Step 5 – Creating Submission Files



After you have submitted your files to 
the IRS and they have been processed, 
you will receive a Receipt ID and Status.  
Select the provided Status and enter 
the Receipt ID here.  If the file was not 
“Accepted”, a new transmission will be 
created.

Step 5a – Receipt IDs and Transmissions



End of presentation –

Extra space for other notes
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